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Helpful Information

Recording Time & Attendance:

Time and Attendance can be recorded in ATAAPS on adaily basis for the bi-weekly pay period.
All hours will be recorded in 15-minute increments. (Hours earned and used.)

ATAAPS requires funding information to be recorded with each employee. The funding information
that isrequired is Fund-Type (FT), Financial Plan (FP), and BNR (Budget and Report Number). If an
employee’ stime is charged to the same FT, FP, BNR, “favorites’ can be set up. The instructions for
setting up Favorites are included in the On-line Help Instructions.

When using a FECA (Worker’s Compensation) Labor Code, the timekeeper needs to input the date of
injury.

For those employees on AWS, their in lieu of holiday under their Tour of Duty Hours will need to be
adjusted in ATAAPS for that specific pay period.

All time will be deducted as recorded if sufficient balances are available. Leave will automatically roll
over to another leave category if the employee does not have sufficient leave balance. For example, sick
leave will convert to annual leave if the employee’' s sick leave balance is not sufficient to cover the leave
recorded. However, comp-time used will not convert to annual leave if the employee has a sufficient
comp-time balance even though they have a use or lose balance for annual leave.

Certifying Time and Attendance:

Approving Officials certify Time and Attendance electronically.

No one will be certifying his or her own time.

Generd:

Only those employees in DOE organizations that currently provide for employees to record their time
are expected to record their own timein ATAAPS. DOE uses timekeepers for all other employees.

ATAAPS does not produce a hard copy report of each employee’ s time for the employee to initial when
leave used is less than 8 hours. Documentation for leave will be left to local level discretion.

The pre-approval request and authorization of Compensatory Time and Overtime will be handled at the
local level. Useyour local level procedures for the request and authorization of Compensatory Time
and Overtime. Procedures for requesting leave remain the same.

Users accessing ATAAPS through DOE’s Employee Self Service (ESS) system. Thereis atransparent
link from DOE’s ESSto ATAAPS. No additional password is required.

03/09/04 3



Desk Guide for the Web Version of ATAAPS

A copy of the Process Instructions for ATAAPS On-line Help is posted on the DOE Payroll web site
(http://chris.inel.gov/payrall.)

A Job Aid that describes the Time and Attendance codes is posted on the DOE Payroll web site
(http://chris.inel.gov/payrall.)

Please refer to http://chris.inel.gov/payroll for additional information on the processing of DOE’s payroll
by DFAS.

Login to ATAAPS

To perform time and attendance responsibilities using the ATAAPS Web version, follow the instructions below:

1. Open browser (Internet Explorer is preferred or Netscape.) NOTE: Browser must be 128 bit encrypted and
Internet Explorer version 5.x or Netscape version 4.x or higher.

2. Gotothe U.S. Department of Energy’s Employee Self Service at the following URL :

http://ms. doe. gov/ ess

Note: DOE Employee Salf Service is available from your home using your local Internet Service
Provider anytime, 24-hours a day, Monday through Friday. The database files are taken down for
backup purposes from 7:45 pm each Saturday until 6:00 am Sunday. DOE Employee Salf Service will
not be available during these backup periods. Once connected, save this as a favorite or bookmark.

FRESS: Enaphoyes Sell GEpvIcE - MHCFOEOR I EEmet Explorer =]
PFim Edt Wev Prokms Toch  Hae _
dapack - o= - 5 (2 A3 cemch [SiFavoies  (#Hetwy | U5~ LB Bl - [ SR
Uk | | Ackirman [ Firps Jimes e, poeefess fnce s, o o ) I

L3 Deparnment of Emeogy

Employee Self Service

Koy w Your Inboomation L aivess

al i
Zhck Fere o b |2 [ antmrnat
igAseae || [ £] B e B )| R | s | B9 wae] HOR bR :||:_.-_'|L o RN wdiy ciaem

Note: Torequest aUser ID:

Select Get/Forgot Password above

03/09/04 4



Desk Guide for the Web Version of ATAAPS

Enter Last Name and SSN (or CHRIS Employee ID)
Select the appropriate answer to “Are you a US Citizen?’
Click on Request Password

3. Click "Login" and the following screen will appear. Enter your Social Security Number (SSN) or CHRIS
Employee ID and Password.

3!'1"-.- Ligim - Microsoft Tnbemet Bsplorer _.-_|.EJ_"EJ
| Fla Edc Wew Farkes Took  Heb | & |
dansk v o= @ e ureones Cney | By 3 H S
||tk ™| | Acktiae [ b s o gortesslsveae Pk g e
=]
Employee Self Service
Lﬂgiﬂ IF you de net have an ESE password or forgot

your ERS passaord, then chick here and
TRqueEst oo,

EEM (or CHRIS Employes IT):

: Why nse E8S? Ta remesnupdate your personal
T and payrall infoernatin.
Why nse CHRELE Workdlow? Electronically
Auhenhcade Me submit your traxmg o persomnel acboo request for
approval

Have questions? Read oor Frequentdy Asked
Lmestong

Need more help? Contact the ES5 Help Diesk
at 301-903-0605

s
=R

- _
ot | 0 & B || (0] s ] o] S e ] ] Y RPENWE L= 5

4. Click on*Authenticate M€’ and the following screen will appear.
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5. Click on the Time and Attendance portion of the ATAAPS top drop down menu. The Privacy pageisthen
displayed.
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6. Click yes to access the main menu.
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Entering Labor Hours

1. Theitemsin brown on the following screen are available for selection. To enter hours click on "Labor".

2} ATAAPS Login - Microsoft Tnternet Explorer - E
Fle  Edb s Favotes  Took  Help

ek - o - Q) 3] @ | Qisench Gigrmvertes eds 3| - S

[ weicome to ATAAPS! Version: 04-10-05 Logowt | Help (7))

T A atinn IHlithes
Lt Cerlitication Fuiuicies
TAE Review Personnsl Mansgement Chengs LIC - 1S8MR01
THMEHER T Ravins Fioctes Managemnt Chengs Password
Dieianit Lakoe Team hanagament
Dintabaz=
El
|4 Done [ T3 P Localinranat

03/09/04



Desk Guide for the Web Version of ATAAPS

2. Thefollowing is the screen for entering labor hours. The pay period can be changed by selecting the drop
down menu and clicking PayPeriod or one of the two arrow buttons next to the drop down menu. To enter labor
hours click on the Insert Row Button located below the Reported Hours line.

:' ATAAPS Labar - Micrasoll njedmet Explorer | p=]
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3. The screen will change to look like the one below. Enter a"Work Center”, a"Task, a“Job Order” and the
"Type of Hours'.
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Click on the "Book" icon at the front of the row and the system will show the codes for each of the fields along
with the description associated with that code. Select the appropriate values by clicking on one from each
group to highlight them. Then click OK.
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T Labar - Microsoft Internet Fxplarcr
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Clicking the Smiley Face will display a selection of pre-determined Work Center / Task/ Job Order
combinations. Select the appropriate line and click OK. The Type Hour must be selected from the drop down.

The screen displays as shown below.

X Accounting Codes - Microsoft Inbermet Explorer

| ]| =l =) ) i e [
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o] cancel
=
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4. After the drop down fields are filled, enter time for that entry. Enter time by typing the number of hours
worked: i.e., 8, 9, 7.45. (NOTE: Whole hours are entered by just entering the number, i.e. a4 with no decimal.
Partia hours are entered as HH.MM ((hours, hours, minutes, minutes)) by using a decimal point not a semi
colon. For example: quarter hours are 4.15, 4.30 and 4.45).

Fis Eck Viesw  Favontes  Took  Help

qoras e = - 2D (2] 2 Dsewsn Cigravorres ilFeeca ©d | he S

Autdrass [ bikps:fsa-rebdey. dfas mi{staspaD4- 100 | Sanolisr Servlet _ Fl @
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5. Click the save button to update the database. If you fail to click the save button before closing the window,
the system will not save the entry. Also, time must be entered for each row created or the system will display
the message "L abor Duration not entered" under the line where no hours have been entered. The system will
also alert if the number of hours entered exceed the scheduled hours (regular hours) on any given day by an %
above the day where the problem occurs. ALL errors must be corrected before successfully saving all entriesto
the database.

Fie Bl RIM FIReTs T SR L

Qo - O (2] D) s v @ )] 2
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e e L L R I LR T | T S o e A R it
Femoned® Sohaskisd Hoor | G| D00 | 0000 | 000 | 500 | 000 | 000 | D00 | 000 | 000 | 000 | o |
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If timeis correctly entered, no error messages will display after clicking the save button. The system has saved
all entries to the database.

B ATAAPS Labor - Microsoft Internet Explorer
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Recording Differential, Hazard and Other Hours

1. To show sick leave as"Family Friendly" or to show regular hours attributed toward "Labor Relations I ssues’
enter the hours for the day that it applies. Then click save and click on the "NtDiff/Haz/Oth" button located
below the row on the screen. The page will change as shown below:
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2. Click on"add" below the leave day the entry applies to and the system will display the following screen:

T Cxtended Lobaor Attribubes: - Microsoft Tntemet Caplorer
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=
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3. Choose the reason that applies and click the "Reason" button. The system will return to the labor screen and
the proper code under the day you indicated as shown below:
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4. Click on "add" below a premium type hour or regular work day the entry applies to and the system will
display the following screen:

R Extended Labor Attribubes - Hicrosaoft Intermet Bnplorer
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5. If aunion reason code is required, click the proper code and then the Reason button. If hazardous duty
applies, then click the proper code and then the Hazard button. The Remove button will cancel a previously
posted Reason or Hazard code.
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6. Click the"Save" button to post the entry to the database.

To Display Summary Hoursfor the Pay Period

1. To review theinformation for the pay period, click on the summary button. The screen will change as
shown below:

B Labor Hours Summary - Microsoft Inbermet Erplores - | .leﬁl HlEl |E|j.:f§"\_,.,-rl T
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= Back =

[ Dene [ |5 ¥ Coca irtranet

2. Toreturn to the labor screen you click on "Back" located on the |eft side of the screen.

Certifying Time and Attendance

1. Selecting the certification link on the menu page performs certification of Time. The following page is then
displayed. (All employees and SSNs are fictitious.) To change pay periods click the << button to proceed to the

prior pay period or the >> button to see the next pay period. Alternatively click the pay period drop down,

select the desired pay period and click the pay period button.
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I} Coartification - Microsoft Intemat Explores
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2. To certify an employee’ s data click in the certify check box. To decertify uncheck the box. Note: the certify
check box will be grayed out if all employee tour hours have not been reported or if the certification window is
not yet open. To access an aternate certification roster, click on the roster dropdown, and then click the roster
button.

‘B Cestification - Microsoft Intemet Explorer
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3. Toview the labor details for an employee, click the book icon next to the employee’ s name.
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‘2R Certification Detal Window - Microsoft Internet Explorer
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4. Certifying an employee’s timesheet will lock their [abor record. The timesheet can be viewed, but not

modified. To make a correction, the certifying official must ‘de-certify’ the timesheet by unchecking box and

saving. After al corrections have been made, the timesheet must be ‘re-certified'.
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Changing Your Password

1. To change your password select the “ Change your password” link on the ESS Menu page:

a F5%; Welcome - Micnasalt Imiermed Faplarer

Fie Bl YoM Faaoikess  Toole  Help

Qs O W@ G Dwwer frroms @ @ B0 75 L
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employee self Service  wolcems Page |Whate Now | Fesdbask | Ehamge paseword | FAG | Links | DOE Phonshosk | Logol

Rewiew | Update |LifeEvents| Tralning PMODP |G recking| ATAAPS | Help

Texi-onky teny

Gaad rnorrl.i.n.g. FHILTF R PEGNATO Tod::.r B Fr.ila‘_\r. Blawclm®, 2004
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The ofieial DOE eonsl addeess we puresly have ca B for weu 20 phl peguatofhe.doe. gov.
IFthus & meoorect, please go bo the locator mfoomah oo page to update it

Wonl most recent 1 ansactjons)

ilaes mat inclede 3o oy bansacdonsy
Date Tise Teansae i Trarisarthn
Hianis
Ealzaed 1| Hilkjeed 1 v
S @ e

§ 7 B Heorosolt Cubiook. = | 5 2 Mirrosoft ord = 7 55 elone - Moo &) 10:55 M

Note: The following rules apply to changing your ESS password:
Password contains between 8 and 10 non-blank characters.

Password contains at |east one number.
Password must start with a letter.

Password may contain special characters# and $ only.

2. To change your password, enter the new password in each of the boxes provided and click the OK button.
Inquiries

1. Inquires for Timekeepers and Certifying Officials. Select the Inquiry hyperlink under Utilities and the
following screen displays.
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[ Uncerlified Employaes
L8 RETRO Uncestified Employess
" Employeas with Missing Time

Continue

2. Certifying Officials: To verify that all employees have been certified for your primary roster or if acting as
alternate, select ‘Uncertified Employees and click Continue.

Selacted Inguiry: Lncerdilied Employess

Select Fay Fenod JI:IJJ-NI:N—GBI vI -G-CI i-'.I-J PayFeriod I

Auailabie

AA5 ROSTERE ADMB-SWC-EDLK-DM &
ALT ROSTERM2 MAINT-SECLR-IM

AL5 ROSTERZE ENTERTAIN-CN

AL5 ROSTER#S SCHERLL PG-DA

A5 ROSTERSE RPT & mutlisde-Cn

AAS ROSTER#S 02-3 QUERY-D1 =

A I Add A==

Wiens By Team
Back | Process | Rerresn |

3. Select the pay period from the drop down (if other than pay period displayed) or use double arrows to back
one pay period or forward one pay period. The available rosters appear in the window. Select one or more
rosters and click Add. If more than one Roster is desired, hold down the control key and click each desired
roster and click Add.

Salected Inguing: Uncartified Employess

Select Pay Period, 2003-Mov-18 [ =] =< ==| PayPerica

PAvailable Aseigned

AAS ROSTERFT ADMM-SYC-EOUX-D1 & CRG40 - Fuel Cell Branch-I1
AALZ ROSTERAD MAINT-ZECUR-OA

AAS ROSTERNI ENTERTAIM-C

A AL ROSTER#S SCHEDULMG-OA

AAS ROSTERAS RPT & mullizda-01

AAE ROSTER®T 02-3 QUERY-D1 :!

A== | add anss | eRemove | =zRemave A1

Wi By Team
Bock | Process | Fetresh |

4. Click process. The summary line appears. To get alist of employees, click the Uncertifed Time Detail
hyperlink.
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Uncartified Time Summary  Uncerlifisd Time Detasl

Unceddified Time Summans

Pay Period Degin: 11 62003

Foster Mumber of Uncerified Employess | Certitying Otficial
[CescHry. BrinLeall Mestic oD i CARFEELDL AMES
[ e ingquiry |

Uncerlified Time Summary  Uncertified Time Detail

Uncertified Time Detail

Fay Period Begin: 11062002
gz Rioztesr Carlitying Crficial lFHur‘IBMITM‘ Team
ADaMS 0D, DOMALD ORGA0 - Fusl Cel Branch-01 (CARR-DY-0 | JAMES | CRGAT - Fusl Cel Disassemb-On
!ADME-D‘I{H L SAMUEL OFGAD - Fuel Cel Branch-01 (CARR-DI-0A, J.F'-I‘-'IES? CRGAS - Fuel Cel Mrg-D1
AMNDERSOM-04-01 |, MARWIN | ORGA0 - Fusl Cel Branch-04 |(CARR-D1-01, JAMES | CRG44 - Fusl Cel Resssembl-0n
!ANDFE\"J'S-D1-D‘I (WOELLEM | ORGED - Ful Cel Branch-D9 |[CARR-D1-04, -J-l“-l'q'lESi CRGAZ - Fuel Col TestRepn-01

To view another roster or Retro Transactions, click New Inquiry at bottom of screen.

5. To verify certification for employee with changes to prior pay periods, check the Retro Uncertified
Employees and click continue.

L Uncertified Employess

o RETRC Lincertified Employees

- Employess with Missing Time
Cortinue

The window displays only those Rosters that contain Retro transactions.

Selected Inguings RETRO Unceditiad Emplovess
Available

ORGAD - Fuel Cel Branch-0
ROSTROT1-0A
ROSTRD? 2O

mb-‘l-l Add A== I
Wiz By Team
Back | Process | Retresn |

6. Select one or more rogters and click Add.
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Solected Inquins RETRG Uncertified Employess

Available Aesigned
ROSTROT -1 ORGAD - Fuel Cali Brarch-01
ROSTROT2-D1

pdd== | Addates | ceRemove | <ememovesn |
“wiavy By Tesm
Bock | Provess | Retresh |

7. Click Process. The screen displays each pay period for which there are retro transactions.

RETRO Uncerdified Time Summery  RETRO Uncertified Time Detal

Pay Period Begin: 10/ 52003
Roster |Nurniber of Lncertified Emgloyess | Certifying Official
ORGA0 - Fusl Cel Branch-D4 ' 1 CARR-D1.D1, JAMES
Pay Period Begin: 110202003
Roster Mrier of Uncertified Employees Certifying Officiel
ORG40 - Fusl Cell Branch-D4 . 1 CARR-DI-DA | JAMES
e Iquiry I

8. Click the RETRO Uncertified Time Detail to view employee(s).

RETRO Uncertified Time Summary RETRO Uncertified Time Detail

RETRO Uncertifled Time Detail

Pay Period Begin: 1001 272003
Nams | Rester | (Certitying Official _|Phone Number | Team
TAYLOR-D1-01, JOE B |ORGAD - Fued Cell Branch-01 | CARR-DI -0 , JAMES \ORGA0 - Fuel Cell Branch-On
Pay Period Begin: 11/02/2003
Hame | Raster | Cerlitying Official | Phone humber Team
ERHART-D1-D1, BAREIARA ORG4D - Fuel Cell Branch-D1 CARR-D1-D1, JAMES ORGAD - Fuel Cell Branch-D1
New Inguiry |

9. Timekeepers: To view employees for your primary team or teams for which you are an aternate, select
Employees with Missing Time and click Continue.
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- Uncerified Employess

- RETRO Uncertified Employces

o Employses with Mizsing Time
Cartinue

10. The default isto the current pay period. If this setting is used, employees with fixed tours are selected. To
include employees with variable tours, use Select Pay Period and calendar icon. In the Available box select the
team to be viewed. If more than one team is desired, hold down the control key and click each desired team.

Then click the Add button.

Inguiries
Selected Inguiny: Employess with Mizzing Time
# Currert Pay Periaod to Date
" Seiect Pay Period 1) 2003.Nov-30
Auvailable
Mirforce 2 g
Barh's other new team
Compreszed-Team-O
Compressedd-Team1 -0

caa-M
FiexiTour-Team1 -0 =l

Adde> | add ales |

Back | Process | Refresh |

11. Select Pay Period and multiple teams. Click Process after verifying selection.

| Selected Inquine: Employvess with Missing Time |
™ Current Pay Period to Date |

(= =gl=c Pay Parlod mEIEDDS-ND'.'ﬂB

Auailab e Aesigned

Airforce 2 ﬂ ORGEA0 - Fusl Cal Branch-Di |
Compreszed-Team] -0 ORGH - Fuel Cel Dissszami-01
Compressedd-Teami -0 CRG42 - Fuel Cel TestRepa-Ci
DEA-OA QRG4S - Fuel Cel Final Tes-On
FlexiTour-Tearn1 -0 OG- Fuel Cel Reazzembl-D1 =
Glicing-Teami -0 = |omeas - Fusl Cot mitg-Or i

Add=s | add an== | =eRemeve | <cRemeve st ||

EIBD&I Process | HEI’I'I'EIEHII

12. The summary screen shows each team and number of missing employees. Click the hyperlink under the
team name to view just that team’s employees or click Missing Time Details to view all teams and employees.
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Miz=ing Time Summary  Mis=ing Time Detail

Miszing Time Sumanary

ORGHD - Fuel Call Branch-On 1
OREH - Fusl Cell Disagsema-01 5
ORGAZ - Fusl Call TezdRepa-D1 -]
ORG43 - Fual Call Fingl Tes-D1 5
ORG44 - Fusl Cell Reassembl-D 2]
RS rus cango | &
QRG45-01 3
vy Inquiry

ORG40 with afixed and variable tour employee is shown below.

Mg Time Summary Messing Time Detl

Emploves ‘hmber of Missing Hours | Tour of Duty Team Crale of Missng Time
o, THE1TET o e 5200 E2D00  |ORGAD.FusiClBranchDl|  Pay Period
DEFALLT, TEST am &.00 CRG40 - Fugd Cell Branch-On | 110801006
DEFALLT, TEST am BO0  |ORGM0. Fust CollBrarchDt| 11790003
DEFALLT, TEST ' 200 | 800 |oRo40-Fus CallBranchDd| 11002008

Click Missing Time Summary to view another team. Click New Inquiry at bottom of screen to start a new
query.

Accessing Your Leave and Earnings Statement (LES)

1. Toaccessyour LES, select the “ Earnings Statement” under the Review function on the ESS Menu:
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2 [55: Welcome - Microsoft Internel Explorer r;:‘_ﬂ__"?_l
Fl= Edt WMew Fouorbes  Tock  Help g
Q- Q- R B G Pres rroms: @ @ 3+ 55

Aires |=E| b iz, doe. o) Bas e runs) stevt. oftnskey =0 2620 2AAPARANEER 920 | A2A2S 0 h 2 E 25220 En 2 02 R ach 2 g A re e 2OPE leu ks

Emnimigs Statemsng
Perzonal inTarmatian Texr-only menu
B

Uioodd mormng, FHILTE B FEGNATO. Today 15 Friday, Macch @5, 204

Hyou meed assistznee wsing Ewplayee Self Service, please coxtart the help deske s 300-90530605 from 7350
5:00p Easiern tmwe Monday-Friday {eacluding federal holidays)

The official DOE emad address wre curreatly haore n file for you 5: phil peguato@heg. doe.gov.
If thoe 12 meorrect, pleade go bo the locater mfcsenaton page to update it

WO Frest Vecent Eransacrionis)
(Dees 1ot include myFay transactons)

Date Time Trarsaction Transaction g
Enetal Sihjject Typis |

= 3 Mrusoft Cutlook = {74 Z Microsait vord

Note: Thisisadirect link to DFAS MyPay to access your LES
Employees will be able to view/save/print their L eave and Earnings Statements.

ATAAPS Help Function

For detailed help on any ATAAPS web page click on the Help link located in the upper right portion of al web
pages. Thiswill open an additional copy of the web browser with many informative help pages and links.
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